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1. Introduction

� Report withholding tax credit claims by tax 

credit type and certificate number through the 

Iowa Department of Revenue eFile & Pay 

system

� Allows the Department of Revenue, community 

colleges, and cities to better track tax 

withholding tax credit claims and payments
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1.1. Tax Credit Type

� Currently there are four withholding tax credit programs:

o New Jobs Training Tax Credit (260E) (NJC) 

o Supplemental New Jobs Training Tax Credit (SJC)

o Accelerated Career Education Tax Credit (ACE) 

o Targeted Jobs Withholding Tax Credit (TJC)

� Eligibility arises through contracts with community colleges (NJC/SJC and 

ACE) or pilot project cities (TJC)

� You can claim an SJC only when you have an NJC contract and meet

certain criteria established by the Iowa Economic Development Authority 
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1.2. Certificate Number

� You should have a 12-digit certificate number for each 
withholding tax credit agreement. The numbers have 

the following structure:
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1.2. Certificate Number

Program Code: 

� 72- New Jobs Training Tax 
Credit (260E) (NJC) 

� 72- Supplemental New Jobs 
Training Tax Credit (260E) 
(SJC) 

� 75- Accelerated Career 
Education Tax Credit (ACE)

� 36- Targeted Jobs 
Withholding Tax Credit (TJC)
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1.2. Certificate Number

01 Northeast Iowa Community College

02 North Iowa Area Community College

03 Iowa Lakes Community College

04 Northwest Iowa Community College

05 Iowa Central Community College

06 Iowa Valley Community College

07 Hawkeye Community College

09 Eastern Iowa Community College

10 Kirkwood Community College

11 Des Moines Area Community College

12 Western Iowa Tech Community College

13 Iowa Western Community College

14 Southwestern Community College

15 Indian Hill Community College

16 Southeastern Community College

Community College Code for NJC/SJC and ACE
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1.2. Certificate Number

01 Sioux C ity

02 Fort Madison

03 Council B luffs

04 Burlington 

05 Keokuk

City Code for TJC
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2. Tax Credit Claim Process

� Following provides a step-by-step guide 
for claiming a withholding tax credit 
through the Iowa Department of Revenue 
eFile & Pay system (www.iowa.gov/tax)

� Remit payments to the respective city or 
the community college before you claim 
any tax credits
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To claim a withholding tax credit, before logging into the Iowa 
Department of Revenue eFile & Pay system, you will need:

� A certificate number for each active withholding tax credit agreement
� If you do not know the certificate number(s) for the New Jobs Training Tax Credit 

(260E), the Supplemental New Jobs Training Tax Credit, or the Accelerated Career 
Education Tax Credit (ACE), please contact the community college(s)

� If you do not know the certificate number for the Targeted Jobs Tax Credit, please 
contact the city or the Department of Revenue (515-281-0412,                                  
IDR-TaxCredits@iowa.gov)

� The amount of tax credit claim for each certificate

� If you are not sure of the amount that you can claim, please contact the community 
college or the city for information on how to calculate the credit

2.1. Preparation
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2.2. Login Process

Log into the Iowa Department of Revenue eFile & Pay system 
Enter your Business eFile Number
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2.2. Login Process
Enter your User ID and Password
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2.2. Login Process

Choose “Withholding”
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Select your withholding permit number

2.2. Login Process
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Select Tax Period and Return Type (Annual, Quarterly, Monthly, or Semi-
Monthly)

2.2. Login Process



16

2.3. Quarterly/Annual Return Instructions

� After selecting a tax period for a quarterly/annual 

return, the withholding tax credit claim schedule 

should appear as the next screen 

� Screen will contain the tax credit type and 

certificate number for all your active withholding 

tax credit agreements
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2.3. Quarterly/Annual Return Instructions
Withholding Tax Credit Claim Schedule

If you cannot see this 

screen, go to Page 18 

and 19 for trouble 

shooting steps
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2.3. Quarterly/Annual Return Instructions

� If this new screen does not appear, take the following 
steps:
� Determine if your withholding permit number is the same as your federal 

employer identification number (FEIN) used in the withholding tax credit 

agreement 

� If not, you can contact the community college or the city to change the FEIN 

number in the agreement and inform the Iowa Department of Revenue 

regarding the change, or 

� Change the withholding permit number at 

http://iowa.gov/tax/forms/apps.html

� Determine if your withholding tax credit agreement is still active

� If the agreement has expired, you cannot make any new claims
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2.3. Quarterly/Annual Return Instructions

� If you cannot find the correct certificate number on the 
screen, take the following steps:
� Determine if your withholding tax credit agreement is still active

� If the agreement has expired, you cannot make any new claims

� Verify your certificate number

� Contact the community college, the city, or the Department of Revenue 

(515-281-0412, IDR-TaxCredits@iowa.gov )
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Enter the amount of 

tax credit claims after 

each certificate 

Click “CALCULATE”

Subtotals and total 

credits will be 

calculated 

automatically

Click “CONTINUE”

2.3. Quarterly/Annual Return Instructions
Withholding Tax Credit Claim Schedule
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The credit amount will pre-

populate based on 

information entered on the 

tax credit claim schedule 

After completing all 

noncredit fields, click 

“CONTINUE”

2.3. Quarterly/Annual Return Instructions 
Withholding Tax Return 
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Review all entered 

information

Click “SUBMIT”

Confirmation page will 

appear

2.3. Quarterly/Annual Return Instructions
Verification and Confirmation Screen
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2.3. Quarterly/Annual Return Instructions
Confirmation Page
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2.3. Quarterly/Annual Return Instructions

� Print the Confirmation Page

� If you claim the New Jobs Training Tax Credit (260E), 
the Supplemental New Jobs Training Tax Credit, or 

the Accelerated Career Education Tax Credit (ACE), 
send the confirmation page to the community 

college(s)

� If you claim the Targeted Jobs Withholding Tax 

Credit, keep the confirmation page for your records
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2.3. Quarterly/Annual Return Instructions
If Someone Files for You

� If a payroll agent files your quarterly withholding tax 
return and does not timely provide you with the 
confirmation page, you can access it yourself through 
the following steps:

1) After your return is filed, log into the eFile & Pay system

2) On the “Main Menu” screen, click on “View Return History” 

3) Click on the confirmation number of the return needed

4) Print the confirmation page 

5) Send the printed confirmation page to your community college



26

2.4. Monthly/Semi-Monthly Return Instructions

� Withholding tax credit claim schedule will only appear 
when filing a quarterly/annual return

� If you file monthly or semi-monthly, continue to remit 
monthly/semi-monthly payments to the community 

college or city

� Continue to claim the tax credits on the monthly or semi-
monthly deposit schedule filed through eFile & Pay 

system
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2.4. Monthly/Semi-Monthly Return Instructions
Monthly Deposit Schedule
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2.4. Monthly/Semi-Monthly Return Instructions

� Keep details on monthly/semi-monthly claims by 

tax period, tax credit type, and certificate number

� When you file the quarterly withholding return, 

follow the Quarterly/Annual Return Instructions
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If you need to make changes to previous credit claims, file 

an amended return

2.5. Amended Claim Instructions
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If you amend returns for tax periods prior to the third quarter of 2012, the withholding tax 

credit claim schedule will NOT appear. You can amend the return using the old schedule 

as follows:

2.5. Amended Claim Instructions
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2.5. Amended Claim Instructions

� If you amend returns for the third quarter 
of 2012 or later tax periods, follow the 
Quarterly/Annual Return Instructions or 
Monthly/Semi-Monthly Instructions 
provided
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Questions?

Call the Department of Revenue 

Phone: 515-281-0412
Email: IDR-TaxCredits@iowa.gov

 
 

 


